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Introduction
This document is about the tool Hand in- folders in Fronter 82. The examples are an
attempt to illustrate well-known problems connected to teaching.

Fronter is continually developing and improving. There may therefore be some
discrepancies between documentation and application. This guide was written to
Fronter 82.

Our experience has shown that Hand in-folder is a useful and popular tool. We have
also tried out exams attached to submissions, in customised rooms in Fronter,
something that will be mentioned in more detail towards the end of this guide.

We hope you find this guide useful.

Lillehammer, August 2008
Steinar Hov/Ingun Vaglid

The process

Students doing Chemistry studies have been given some homework. These
exercises are to be submitted within a specified time limit. In these situations the
hand in -folder might be just the thing: students get a reminder about the deadline,
the teacher get a good display of the work handed in, the answers can be
commented on, passed, and be given a mark (depending of what is suitable in each
case), and the portfolio gives an overall display of the submissions.

This is the process:

e Creating the actual Hand in folder with time-limit (teacher)
* Uploading the assignment text (teacher)

* Reading the assignment text (students)

* Hand in/ uploading the work (students)

« Comments, verification and marking (teacher)

* Going through the comments (students)

* View/ control of the portfolio (students/teacher)



Setting up
For the students to be able to hand in/upload their work, they must have write rights
in the room. Here, the whole group MUC Students BoC 2005-2006 is added:

Participant management screen

Contacts
Evavold. Emily Owner{Main Teacher)] Remove Edit

Org. units {groups)
MUC Students BoC 2005-2006 Write( Student) Remove Edit

e o=

R R ]

Now then, where should we place the tool Hand in?

@ Room To begin with, most teachers created their Hand in- folders in
the tool Archive. Our experience is, however, that it became
@ Participants difficult for the students to find it, and some of them would

hand in their work outside the actual folder.

[] Archive It works better if the hand in folders is added as a separate
tool button in the left margin. When the students want to
submit some work, they know instinctively where to go, and at
&. Hand-in the same time it is not possible to upload work outside of the

% | hand in folder. In the "ordinary” archive this is possible as you
¢ Portfolio know.

Enter title, date control and contents.

To create a hand in- folder you need to enter the name of the folder, select "opening
hours” (date intervals) and decide on its contents. A click on Folder gives us the
option to create a new folder:



@ Room You are here: ntroduction to General Chemistry = Hand-in pSearch [MFolders F'rint

LA Participants Hand-in  [JDetails . [ Folder
[ Tite
D Archive
Copy to final assessment Edit properties Delete Move
= Haﬂd_i"/
Ty Portfolio )

e oA m e

T R

Here we enter a descriptive title as well as the opening hours. Notification means that
if a student has this option on his/her start page in Fronter "Today”, the count-down
to the point in time when it is no longer possible to make any alterations, will be
displayed:

Hand-in - Create Folder

Title: Excercise: Friedel-Craft

Description:

¥ Customise opening hours

Open from: |05:00 2005-12-05 E
Open to: 15:00 2005-12-20 (=]
Motification: |08:00 20051212 [+]

e e L

]

It is also possible to limit what a student is able to create in this folder by selecting
Customise content:

| | Customise content

This folder can only contain these items:
;2| Files

2 Links

\ﬁl Fronter document

[#“E) Record a sound file

About Customise content
Here you see we have 4 options for hand-in:

e Files: The students can upload one or more files.



e Links: The students can paste a link from a webpage.
* Fronterdocument: The students can create a Fronterdocument and it can be

edited as long as the folder is open (active).
* Record a sound file: The students can record a soundfile in the folder using

the Fronter sound recorder.

The selections you choose will show up in the folder in the upper right corner:

Isearch [T JFolders Z&5Print
Submit hand-i@ Upload file %) Create 2 Link)

If a student selects Create the options Fronterdocument and Record a sound file
show up:

Hand-in - Create
Title: |

Self assessment:

| | Customise owners

|_| Choose internal document

@\,_.,‘] Fronter document, multiple authors O\f_’;l Fronter document, one author
Mot visible by other users unless comments are enabled

% Record a sound file

When you are finished, the reminder on the Today page will appear like this:

Notification
Open from Open to Remaining days

ad

Title Room

% Excercise: Ii[iedel—Craﬂ Introduction to General Chemistry 2005-12-05 08:00 2005-12-20 15:00




Customise access

In some cases, only a selected group of students/pupils need to have access to a
particular hand-in folder. You do this, for instance, by selecting them from the
participant list.

First open the Customise access option, then choose Select from participant list.

|_| Customise access

This falder is available to:
(O Copy access limitation from the folder above
( Select by room access:

® Select from participant list:

Org. unit
[] BoC Guest teachers

[] Students: BoC 2004-2007
[] ¥8 Maths JR

Search

Surname, First Name

Berry, Annette
Braxton, Sylvia
[1ABroadbent, Michael
[ 1ABrown, Charles

As you can see, you can now put a tick against those who need to have access. An
example of where this might be useful is if the vast majority of students have a
particular deadline for an assignment, while a few have an extended delivery
deadline. In this instance, you create two hand-in folders where students/pupils only
have access to one of them. This will prevent you from having a list of students with
the status Not delivered in the relevant folders.



Anonymous/hidden hand-ins

IMPORTANT:

At this stage this feature is being tested. Thus we have to ajust some additional
settings to ensure that the students’ names become hidden to the teachers.

In some situations, it may be desirable for assignments to be handed in
anonymously, for instance, as part of an exam. This option is available under
Limit/adjust access rights

Hand-in - Create Folder

Title: Assignment no 2 - The inert gases

Description:

|_| Customise opening huur5|
Open from: |[08:00 2006-01-20 (=]
Open to: 12:00 2007-12-30 [+

Motification: |08:00 2006-01-25 \E|

| | Customise access|

I | Limit/adjust access rights I

{#) Standard accéss - based on the member's access in the room

) Guests - that nprmally has read access in the room should have write access in this folder
) Pupils/studer® - that normally have write access in the room should have read access in this folder

[¥] Hide the names of the students for the examinator

IMPORTANT!

The name of the student/pupil will be hidden in the assignment handed in to those
who have delete rights in the room. If a teacher has owner rights the names will be
shown. This also applies if a teacher with delete rights creates a hand-in folder like
this. In this instance, the relevant teacher has the chance to change this feature back
to "standard" for the hand-in folder, so that the names will be visible again.

In an exam situation, it would be appropriate for the access rights in the room to be
downgraded from owner to delete and for the actual folder to be created by someone
other than the examiner.



Participant management screen

Contacts

Evavold. Emily Delete(Teacher) b Remove Cancel
No access.

Org. units (groups) Read(Guest)

S Delete(Teache 1 Remaove Edit

A teacher who has delete rights only will not be able to modify the setting to hide a
student’s name if the folder has been created by someone else.

|'_1 Limit/adjust access righ15|

(® Standard access - based on the member's access in the room

(O Guests - that normally has read access in the room should have write access in this folder

(O Pupils/students - that normally have write access in the room should have read access in this folder
Hide the names of the students for the examinator | INactive

After the hand-in folder has been created, it will appear as shown below:

Hand-in []Details Submit hand-in- [:3] Upload file ") Create %3 Link

Description:
Task: Upload task
From: 2007-12-04 10:00
To: 2008-01-03 14:00
|:| Eirst Name Surname Title Handed in Status File size
Go up one level
[] Hidden 1 Not delivered
[] Hidden 2 Not delivered
[] Hidden 3 Not delivered
[] Hidden 4 Not delivered

When a student/pupil has uploaded a task, the result will be shown as follows:

Hand-in [] Details Submit hand-in- [3) Upload file % Create 93] Link
Description:
From: 2007-12-04 10-00
To: 2008-01-03 14-00

D Eirst Mame Surname Title Handed in Status File size
Go up one level

[] Hidden 1 =y Compounds - 4 2007-12-04 @ 1075 kB

Read comments Copy to portfolio Delete Download




The examiner will see the following screen after someone has handed in an

assignment:

Description:

[] Hidden 1
[ Hidden 2
[ Hidden 3
P[] Hidden 4
[] Hidden 5
[] Hidden 6
[] Hidden 7
[] Hidden 8
[ Hidden 8

Hand-in []Details

I Ga up one tevel

= ) From conventional to unconventional use of inert gases
[3 Upload task
From: 2006-01-20 08:00
To: 2007-12-30 12:00

[] FistMeme Sumsme Title

[ % Group 01 - Inert gases - uncanventional use
= \E] Inert gases - final hand-in from Group 01
[*J & UNCONVENTIONAL SCIENCE doc

[ Helens assignment

[ Y Inert gas - my assigmnment.doc

Submit hand-in: 2] Upload file

Hsnded in

2004-03-18
2004-09-18
2004-09-22
2007-04-19
2007-11-27
Not delivered
Not delivered
Mot delivered

Mot deliverad

‘&) Create 23 Link

Ststus Fils size

9 Paragraphs
1 Paragraphs
285KkB
20.0kB
305 kB

WA NWAX

The room owner can later remove the tick marks to show the names:

|'_1 Limit/adjust access right5|

® Standard access - based on the member's access in the room

(O Guests - that normally has read access in the room should have write access in this folder
O Pupilsfstudents - that normally have write access in the room should have read access in this folder
I%Hide the names of the students for the examinatos

The students’ names will then be displayed again:

Tashk:
From:
To:

Description:

Go up one level
[ Ben Andersson [ &Y FC analysis
P[] Helen Anderson
P[] Annette Berry [=] & Mot delivered
gt igtnste itz N i e AT Pt :

Hand-in []Details

| Upload task
2006-10-03 20:00
2006-12-15 20:00

|:| First Name Surname Title

[=] &) 20050715 Organic chemistry

Submit hand-in: 3 Upload file ) Create “2) Link

Handed in Status

2007-04-26
2007-01-30 =

20050615 o
7

File size

325kB
1 Paragraphs
1 Paragraphs




The text of the task (one or more files) can be put in the hand in- folder by the
teacher:

Hand-in []Details

Deliver handin: 2] Upload file ]
Description:

[+ % Exercise: Friedel-Craft

[3 Upload task
From: 2005-12-05 ﬁ J00

To: 2005-12-20 15:00

D First Mame Sumame Title

Handed in
@ Go up one level

Hand in on behalf of Comment Copy to final assessment Edit properties Delete Download

" em o e

- A m e

You just have to browse through to where it is saved:

[ Hand-in - Upload task

File Name: | I Browse... |
Title: || |
Description:

Show/Hide details
Open in new window

Savel Cancell

e et m e

When the time is right, and the folder is active, the students will have access to
reading the task text by clicking on it, as well as handing in their work:

Hand-in []Details

Deliver handin: [ U;)_J% file
Description:

[+ % Exercise: Friedel-Craft

s

10




Individual submission:
The students must find the file which is to be handed in:

Hand-in - Upload file

File Name: ( Browse... | [ Multiple files |

s

Title:

Self assessment:

|<. Customise owners
® Individually
O Group hand-in:

Show/Hide details
Open in new window

]

e s AL S hsa

As you can see the default is Individually
If several files are to be handed in, the process has to be repeated for each file.

. mkindividual

: The simplest way is for the student to upload files one by one (usually there will not
. be that many), but it is possible to upload all of them at the same time by selecting

. Multiple files. Some of you may think that this is a bit unfamiliar because of the user
! interface so you may prefer the first method.

Group hand-ins

In many cases the students work together on one or more assignments. There is
nothing to stop them from handing in their work collectively in Fronter: one of them
will do the actual hand-in, at the same time as placing a tick for each of the group
members. This will appear in the teacher’s display (group hand-in), and it is sufficient
to comment on the collective work. Each student will then see “his/her” work with the
teacher’'s comments.

The process is exactly the same as described in the previous example — only the
option Customise owners has been added.

11



Hand-in - Upload file

Title: Friedel-Craft - group 4

Self assessment:

|’§ Customise owners
C Individually
@ Group hand-in:

[] First Name Surname
Ben Andersson
Meil Bagley
Annette Berry
Fred Brown

[] Charles Brown

[] Desmond Burns -

e

e == e

s

Here the person who does the actual handing in, places a tick for the other members

of the group.

After submitting (Save,) Ben gets this information — note that it has been ticked for

Details in order to see the names of the others in the group:

Description:
[+ % Exercise: Friedel-Craft

From: 2005-12-05 08:00
To: 2005-12-20 15:00

D First Mame Surname Title Handed in

Go up one level

Ben

hand-in}

Sroup members:  Ben Andersson, Meil Bagley, Annette Bemy, Fred Brown

Read comments Copy to final assessment Edit properties Delete Download

Hand-in %Details Deliver handin: 3] Upload file

P[] Andersson roue ) B Friedel-Craft - group 4 2005-12-12 & B7.5 kB

T e am mw

e e

The teacher will get the details of the submission for the group like this:

]

12



Ben Andersson,
Meil Bagley,
] Annette Berry, [+ ®Y Friedel-Craft - group 4 2005-12-12
Fred Brown (Group
hand-in}

T
L,

When commenting on the work, you use exactly the same process as in the example
before; the only difference being that comments, marks etc automatically will come to
all the group members. The portfolio is also fully updated with these details so that
the same information will be displayed to each of the group members.

Hand in on behalf of

This option deals with situations where the teacher can hand in on behalf of a
student. This function is quite useful in many ways, e.g. if the student has not
managed the submission process, sent work via e-mail, made an oral presentation or
completed a practical task. The teacher will thus have an overview of the tasks that
have been completed as well as having the opportunity to mark these.

First you have to place a tick for the student in question (or several if this is a group
submission) and then click on Hand in on behalf of, which can be found at the very
bottom:

[[] Ken Rohinson Mot delivered
[ Fay Smith Mot delivered
John Taylor Mot delivered
Linda Young Mot delivered

Hand in ombehalf of Comment Copy to final assessment Edit properties Delete Download

-

As a teacher you now have two options on how to hand in on behalf of the students:

1) Upload one or multiple files to Hand in:
This is the normal process:

13



Hand-in - Hand in on behalf of

Name: John Taylor, Linda Young
File Name: |C:\Documents and Settings‘mStein@r[ Browse... ] [ Multiple files ]

If not upload, then give a title and a Fronterdocument will be created
Title: FC for group 2

Description:

Show/Hide details
Open in new window

i o ovmm L

ER s

Save | Cancel

Here you choose whether to upload one or more files. As you will see, the names are
already filled in and this will be a Group hand-in.

2) Enter atitle and/or a description, which will lead to a Fronter
document automatically being created
Sometimes it is not practical to hand in a file in Fronter: It could be a practical

assignment, a dance, a multi-media presentation etc. The submission is therefore a
virtual document that is automatically created if you enter a title and description:

Hand-in - Hand in on behalf of

Name: John Taylor, Linda Young
File Name: __Blagjennom.. ][ Multiple files |

If not upload. then give a title and a Fronterdocument will be created
Title: Handed in a CD-ROM

Description:

Show/Hide details

Open in new window

Save | Cancel

........

And this is how it will be displayed:

14



Hand-in [ Details Deliver handin: [:3] Upload file

Description:

[+ % Exercise: Friedel-Craft
Upload task

From: 2005-12-05 08:00
To: 2005-12-20 15:00
D Eirst Marme Swrname Title Handed in

Go up one level
P[] Linda Young [+ & Handed in a CD-ROM 2005-12-12 =% 1 Paragraphs

F ] John Taylor [+ ¥ Handed in a CO-ROM 2005-12-12 =B 1 Paragraphs
Ben Andersson,
Meil Bagley,
] Annette Berry, [ ®Y Friedel-Craft - group 4 2005-12-12 & B7.5kB
Fred Brown [Group
hand-in}) -

By clicking on this file you will see that it is a FronterDocument:

FronterDocument  [|Edit [JComments [Jlock all

Title: Handed in a CD-ROM
Version: Last version: 0.1 |+
Owner: Linda Young
Description:

Last Revised: 2005-12-1209:46
B Insert paragraph Insert image

fx Insert equation

B Insert paragraph Insett image £ |nsert equation

DR =

Comments, verification and marking takes place as for other submissions.

As long as a hand-in-folder is active (open) a student will be able to delete his/her
own work, and hand in work. When the hand in- folder has become inactive, the
buttons will disappear from beneath the files (Delete and Move), and only Read
comments will be available.

Not Handed in

It is very apparent in a hand in folder who has not handed in their work, but there is a
situation where this has to be followed up in a bit more detail: If a handing in is
attached to Learning goal and is part of the portfolio method, you as a teacher will not
have a display of missing submissions in the Portfolio tool, because here only the
assignments that have been handed in are displayed.

It may therefore be prudent to do a hand in on behalf of these students by using
Hand in on behalf of and enter a title so an empty document is created (possibly with
some comments):

15



Hand-in - Hand in on behalf of

Name: Ken Rohinson

File Name: [ Blagjennom.. |[ Multiple files |

If not upload, then give a title and a Fronterdocument will be created
Title: Mot handed in

Description: ||Ken was seriously ill (at hospital)

Show/Hide details

Open in new window

Save | Cancel

e o

T A aaheen

You can then note that no work was handed in by this student, so it clearly appears
in the portfolio.

Handed in outside of the Hand in folder

It does happen that some students hand in work outside of the actual hand in- folder.
This tends to happen if the folder is in the Archive-tool so it is possible to upload a file
without opening the hand in- folder. Alternatively this could also happen if the student
uses the Copy function.

You must first make sure that the folder is open (active). Then, as a teacher you will
be able to drag and drop the work directly to the hand in- folder, and the submission
will be attached to the student’s name as if it had been handed in "normally”. If this is
a group hand-in you will have to select Edit properties in front of the document
handed in and tick for this.

16



Comments, verification and marking

The teacher will at all times be able to have full overview of the hand-ins:

[] FirstHame Surname
Go up one level
F[] Ben Anderzzon
P[] Don Evavald
F ] Charles Brown
P[] Ben Andersson
F[] Ben Anderzzon

Sarah Wintar,
PO Young rou ans.
in)
P[] Fay Greenfields
[] Annette Berry
[] Desmand Burms

[ Annette Bumns

Hand-in [ Details
Description:

Task: Upload task
From: 2006-10403 20:00
To: 2006-12-15 20:00

Title

=By FC analysis

[+ By 20050715 Organic chemistry

= %) Handed in on paper

[=] =y Cn the theory of PYC

=) FC prosess
E% Excercise 14

[= By Plastics

Deliver handin: 3] Upload file S Create & Link

Handed in

2005-06-15
2007-01-22
2005-12-M
2005-06-15
2005-06-15

2005-07-01

2005-07-01
Mot delivered
Mat delivered
Mot delivered

Status

d 3 el ed -d

-

File size

325 kKB

1 Paragraphs
1 Paragraphs
816.6 kB
8203 kB

200 kB

0 Paragraphs

Here you will see that a group hand-in has happened, as well as six individual
submissions, but several students have not yet handed in.

When you are evaluating the assignments that have been handed in, you must select
the quick menu from the little symbol in front of the filename:

Hand-in

Description:

To:

[] Eirst Hame

Goup one level
P[] Ben Andersson
P[] Don Evavald

P[] Charles Brown
P[] Ben Andersson

P[] Ben Andersson

Sarah Winter,
Yvonne

F [] Fay Greenfields
[] Annette Berry
[ Desmand Bums

[ Details

FO Y oung (Sroup hand-
T

Task: Upload task
From: 2006-10-03 20:00

Open

chernistry
Edit properties
Delete
Download C
Statistics

Add to favourites

Copy to final assessment

Con nmep

EE P\ﬁa‘étics

17



You are now ready to evaluate/ comment.
The symbols to the right are:

Approved
In progress
Not approved

Not delivered
Not evaluated

e X WS

Commenting directly in the text
If the text is not too voluminous it can be handy to give comments directly in the text:

Hand-in - Comment

Recreate version without cormments

Name: Ben Andersson
Add comments in %

the hand-in: EC analysis

Comment:

Upload comment Upload comrment

Graile:

Evaluation: O Appraved O In progress © Nat approved O Mot delivered & Mot evaluated

Save | Cancel

You just click on the work as shown in the figure above, write your comments and
save before you go back out. Here the function “Open — Edit — Save will be used
automatically (if you use Internet Explorer), so you get directly into a copy of the file
that has been handed in, and can write your comments there. The actual source
programme (Word, Excel, etc) starts automatically so you can write where it is
appropriate in the text. For the students to be able to find your comments easily, you

ought to use frames, colours, highlights etc to keep your comments apart from the
actual submitted work.

18



When you save the file it will happen locally on your PC, but as you close the source
programme/ document, this copy will be transferred to Fronter. You will get the

following confirmation if this was successful:

E Uploading file. .
cH HENENENEENENNENNEENERENENEEN]

Filetransfer succeeded

o0

for gruppe 4

After commenting in the document you will get two links that

were not there before;

Hand-in - Comment

Name: Ben Andersson
Add comments in .
the hand-in: % FC analysis

Comment: % Commented version @f FC analysis

Upload comment Upload comment

Grade: l:l

Evaluation: @® Appraved O In progress O Mot approved O Mot delivered O Not evaluated

Recreate version without comrments

Savel Cancel |

19



One of these is the commented on file that can be opened or downloaded, whilst the

other one reverts the commented on file to the original:

Hand-in - Comment

Name: Ben Andersson
Add comments in
the hand-in:

Upload comment Upload comrment
Comment:

% FC analysis

Microsoft Internet Explorer

! E The uncommented version has been restored
.

Grade:

Evaluation: ® spproved O Inprogress O Nat appraved O Mot delivered O Mot evaluated

Save | Cancel

With this option there is no going back!

Uploading your comments

Some people prefer to make comments outside of the submitted file. This can be

practical if the document is quite large and maybe is read as a paper version rather

than electronically.

The comments are then written in Word, for example, and are uploaded as a normal

file:

Hand-in - Comment

Name: Ben Andersson

Add comments in my )
. F analysis
the hand-in: ¥

Upload comment Ugloadgcomment
Comment:

Grade:

Evaluation: ® Appraved O In progress O Mot approved O Mot delivered O Mot awaluated

Sawve | Cancel

20



This option gets you to this picture:

Upload comment

( Browse... |

Save| Cancel ‘

——r e

e A T oo

As you can see you can choose the position of the comment file: Either from the PC

or from the Archive, and when it is uploaded we can find it here:

Hand-in - Comment

Recreate version without comrnents

Name: Ben Andersson

Add comments in
the hand-in:

Comment: % Cornrments FCﬁnalysis.doc
Upload comment Upload cormment

% FC analysis

Grade:

Evaluation: @ Approved O In progress O Mot approved O Mot delivered O Mot evaluated

Save | Cancel

Here you will see that your comment will get the file name it was given when it was

created. If you want to delete this comment file you click on Recreate version without

comments.
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Write comments in the comment field
You can in addition write comments in the separate field where you will also be given
the option to decide on a mark, as well as verifying the completed work:

Hand-in - Comment
Name: Don Evavold
Add comments in . .
the hand-in: ® 20050715 Organic chernistry
Upload comment Upload comrment
Comment: Too short - this is some kind of left-hand-wark!
Grade: E
Evaluation: O Approved O Inprogress @ Mot approved O Mot delivered O Mot evaluated
Save | Cancel

Depending on whether you choose Approved/ Not approved, In progress, Not
delivered or Not evaluated you will get the following symbols in the display:

Hand-in [ Details Deliver handin: 3 Upload file ) Create %3 Link
Description:
Task: Upload task
From: 2008-10-03 20:00
To: 2006-12-15 20:00
[] EistHame Sumame Title Handed in Status Eile size
Go up one leval
P[] Annette Berry EE Mat delivered 2007-01-30 == 1 Paragraphs
[0 Ben Andersson [ B FC analysis 2005-06-15 & 325 kB
[J Daon Evavold [+ & 20050715 Organic chernistry 2007-01-22 # 1 Paragraphs
F [ Charles Brown [ ¥ Handed in on paper 2005-12-0 Z' 1 Paragraphs
P[] Ben Andersson  [3] B O the theory of PYC 2005-06-15 P BIGEkE
P[] Ben Andersson = FC prosess 2005-06-15 P B3 kB
Sarah Winter,
PO EDUT];E(GMP ., B Excercice 14 0050701 & 200kE
in)
P[] Fay Greenfields  [x] 9 Plastics 2002-07-m P 0 Paragraphs
[ Desmand Bumns Mot delivered

If you tick for Details on the top you will get a detailed display:
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Hand-in Details
Description:

Task: Upload task
From: 2006-10-03 20:00
To: 2006-12-15 20:00

D First Name Surname Title

Go up sne level
P[] Annette Berry = = Mot delivered

[1 Ben &Andersson E @ FC analysis

[ Don Evavald =] & 20050715 Organic chermistry

Comment:  Tooshort- thizissome kind of left-hand-wo fd

P[] Charles Brown [~ Handed in an paper
P[] Ben Andersson [+ = Onthe theory of PYC

Self assessment. A weny, veny interesting subject!

Comment: Brilliant! Thizwas really good wok!

P[] Ben Andersson [+ = FC prosess
Sarah Winter,

fwonne
g foung (Greup hand-

in)
Froup members: Sarah Winter, Ywonne Young

P[] Fay Greenfields  [=] 59 Plastics

=y Excercise 14

Deliver handin: L3 Upload file 9 Create %3 Link

Handed in

2007-01-30
2005-06-15
2007-01-22

2005-12-01
2005-06-15

2005-06-15

2005-07-01

2005-07-01

Status Grade

v
¥ E
2
v A
D
v
?

File size

1 Paragraphs
32.5 kB
1 Paragraphs

1 Paragraphs
816.6 kB

820.3 kB

200 kB

0 Paragraphs

Recording no hand in has taken place

As mentioned earlier it can be useful to make a submission for a student who has not
handed in any work and then record this on the comment page:

Hand-in - Comment

Name: Annette Berry

Add comments in .
the hand-in: B ot delivered

Upload comment Upload comment

Comment: Annette did not hand in this exercise - no reason was given.

Grade:

Evaluation:

O Approved O Inprogress O Mot approved @ Mot delivered O Not evaluated

Save | Cancel

This will then appear in the Final assessment portfolio. Details of this can be found in

the theme document about portfolio.
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Read comments
Each student will only be able to see his/her own completed work. In the illustration
below we will see how Ben views the comments.

Hand-in [¥] Details

Description:

From: 2006-10-03 20:00
To: 2006-12-15 20:00
[] FistName Sumame Title Handed in  Status Grade  File size
Go up one level
[ Ben Andersson (=B FC analysis 2005-06-15 &7 25 kB
[ Ben Andersson =] 52 On the theory of PYC 2005-06-15 % A GI6E kKB
Self assessment: A very, very interesting subject!
Commant: Brilliant! This was really good wak!
[ Ben Andersson  [®] ) FC prosess 2005-06-15 & D 8203 kB

Read comments Copy to final assessment

The student can also read the comment as well as looking at the mark by selecting
the assignment (place a tick in front of the name), then click on Read comments:

Hand-in [ Details
Description:
From: 2006-10-03 20:00
To: 2006-12-15 20:00
[] EitstHame Sumame Title Handedin  Status  File size
Go up one level
[ Ben Andersson =B FC analysis 2005-06-15 &/ 325 kB
Ben Andersson = On the theory of PYC 2005-06-15 &#  816.6 kB
[ Ben Andersson 5 2005-06-15 & 8203 kB
Read cgpﬁments Copy to final assessment
'

If something is written in the comments field, it will look like this:

Hand-in - Comment

Name: Ben Andersson

Read comments given in your hand-in: &) on the theory of PYC
Comment: Brilliant! This was really good wark!
Grade: A,

Evaluation: Approved

Cancel

The student will be able to click on the commented document (if you have made
comments directly in it):
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Hand-in - Comment

Name: Sarah Winter
‘fyonne Young

Read comments given in your hand-in: B Commented version Exercise 14

Comment:

Grade:
Evaluation: Approved

Cancel |

If you have uploaded a comment document it is displayed like this:

Hand-in - Comment
Name: Ben Andersson
Read comments given in your hand-in: % FC analysis
Comment: % Comments F%n_alvsis.doc
Grade:
Evaluation: Approved
Cancel |

For the teacher, Portfolio will be the tool that at any time displays a view of the
submissions together with comments and evaluations:

Toda: Q My E-mail &i Contact E My Calendar [j My Documents ET Surve S?J ILP @ My Portfolio M Fravasr
By k) ¥ o ' Y

H _Pu%%ﬁu_

‘Introductl'onto General chemistry V|€)Gﬁ \ e wAdmin -~ Help @ Logout W
3. General isti i i
2 ity Statistics  Result matrix ~ Final assessment ~ Learning goals [ Details Print
(5]} Messages From:|2004-09-16 | To:(2007-1020 |& (yyyy-mm-dd)
Calendar
c_ ) ntent :
Ej] Students arch
z Group/student: |-> || "|
D Leaming |
b g View statistics: acthvity in rooms intests and courses  [¥]for hand-ins [[] content usage
[] Students View
ﬁ Hand-in
ﬁ) Tasks

Here you must select whom you want statistics on:

Statistics  Result matrix ~ Final assessment  Learning goals [ Details Print
Date: From: [2004-09-16  |[@] To:|2007-10-20  |[= fyyyy-mm-dd)

Content | |

search:

Group/student: | - || Students: BoC 2004-2007 I Vl

View statistics: [ activity in rooms  [lin tests and courses | [¥Ifor hand-ins | content usage

View |
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Note that you can filter out information for a specific time interval.

For every assignment each student Hand ins, a new line is created in Portfolio. This

tool is very efficient in order to keep a record of submissions throughout the
academic year:

Choose folder: | View All v
First Name Surname Folder Name Title File size Delivery date Statuz Grade
Ben Andersson 20050715 Organic chemistry @ F analysis 325 kB 2230_33'06'15 v,
Ben Andersson 20050715 Organic chemistry BFc prosess kBEQiD'B 2230_33'06'15 s/ n]
Ben Andersson  The inert gases ) Group 01 - Inert gases - unconventional 0 bytes 2QU4-09-18 X

use 12:38
Ben Andersson  The inert gases E Inert gases - final hand-in from Groop 01 0 bytes 1220_23'09‘18 ? C+
Ben Andersson 20050715 Organic chemistry = On the theary of PG EE‘:B.E 2230_3?_06_15 v oA

Note also that you can turn the display of details on/off, on the top right hand side:

Statistics I Result matrix I Final assessment I Learning goals ] IﬂDetaiIs
3

Date: From: |2004-09-16 =] To:|2007-01-31 & (yyyy-mm-dd)
Group/student: | -» Students: BoC 2004-2007 v

View statistics

for: [activity in rooms  [in tests and courses  [¥]for handins

Wiew

Then it will look like this:
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Choose folder: | View All v
First Name Sumame Folder Name Title File size Celivery date Status Grade
. . ) 2005-06-15
Ben Andersson 20050715 Organic chemistry % FC analysis 325 kB 2304 v
Self assessment:
Teacher
. Mo comments
cormment:
Ben Andersson 20050715 Organic chemistry BIFc prosess kBE?D'S 2230_83-06-15 v D
Self assessment:
Teacher
. Mo comments
cormment:
First Name Sumame Folder Hame Title File size Delivery date Status Grade
Ben Andersson The inert gases B Group 01 - Inert gases - unconventional 0 bytes 20_04-09-18 b4
use 12:38
Self assessment:
Teacher . . . . .
) This can not be approved since too much is copied from the Internet. | give you one more chancel
camment:
Ben Andersson  The inert gases E Inert gases - final hand-in fram Group 01 0 bytes 1220_23'09'18 ? C+
Self agssessment:
Teacher This was much better, although | miss some pictures to illustrate.
comment:
The introduction could have been sharter and the refererences is missing some of the fundemental books.

Exams and Hand in- folders

At Lillehammer University College (HiL) we arrange home exams in several courses
by using the Hand in- folder in a customised exam room in Fronter. The students are
familiar with this work method throughout the term, as we use this tool in most of our
subjects.

The planning consists of, amongst other things, creating new users with their
candidate number as username in Fronter. An Excel file is manipulated and imported
in a separate org.unit created for this purpose — a job for the administrator. This is
how it lookes like:
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B | 01 HL Avdelinger

B ] 02 HiL Ansatte

[] 03 HiL Studenter MSTAS-overfart

B[] 04 HiL Studenter Manuglt behandlet

B[] 05 HiL Fraveer

=] 06 HiL Eksamenskandidater (manuelt behandlet)
E||:| AHS-Eksamenskandidater
P [F Eksamen i emne 3: Akuttmedisi

Eksamen i emne: Ope

ativt ambulansearbeid V05
Eksamenskandidater Paramedic Traumatologi 08
ir| Eksamenskandidater Paramedic, Emne 1: KVE\
: Eksamenskandidater Paramedic, Helsep.rett 16.7
|:| ASV-Eksamenskandidater

[] SelL-Eksamenskandidater

B[] 06 HiL Studentorganisasjoner manuelt behandlet

B[] 07 HiL Medlemmer Utvalg/prasjekter

=] 08 HiL Ressurser

LL_&] 09 HiL Administrator

Org. unit I Settings I Tools ]

B New org.unit

Eksamen i emne 4: Akuttmedisin 2 V05
Cr by
Allow to create sub: groups

Steinar Hov

Description:

& Members
Import members mport e-mail

Modify Move Delete

accounts Resign Enrol

I | Search I

[] Name
[] Eksamen i emne 4 Akuttmedisin 2 V05, Kandidat 01 4para05kand01
[] Eksamen i emne 4: Akuttmedisin 2 V05, Kandidat 02 4para05kand02
[] Eksamen i emne 4 Akuttmedisin 2 V05, Kandidat 03 4para05kand03
[] Eksamen i emne 4: Akuttmedisin 2 V05, Kandidat 04 4parafkand04
[] Eksamen i emne 4. Akuttmedisin 2 V05, Kandidat 05 4paral5kand05
[] Eksamen i emne 4: Akuttmedisin 2 V05, Kandidat 06 4paral5kand06

Username

E-mail

N
[

Then a separate room is created in Fronter where these participants are enrolled with
writing rights. It is given a customised design:

(7' Information C—

=] Candidates
5. (hidden)

l:l Exam

Room Name:

Description:

- Portfolio

{TERET| + 2 drgftingsoppgaver

student til student.

AHS-PARA: Eksamensrom, emne 3:Akuttmedisin 1

Duration:
6. - 7. oktober 2005

Eksamen i emne 3: Akuttmedisin 1, bestar av :

« Flervalgstest (Multiple choice-test) med 50 sparsmal

Flervalgstestener Spen fra kl. 09.00 den 6. oktober.
Innen kl. 11.15 samme dag m3 testen leveres ved 3 klikke p3 knappen "send svar" nederst til hayre.

Testen bestar av 50 spersmal. Totalt har vi laget over 80 sporsmal, dvs at rekkefolgen og type spersmal vil varierg fra

Choose_ v

B N

=
To make navigation as easy as possible we also use the setting Design:

Admin Org. unit Tools
Search for org.unit
[ | Search J I_Q Eksamenskandidater Bach.oppg. Vernepleie HO7 I
View - @] Corridors |&] Groups Styleshests
Expand all "Fltle Style - - i - Admin
[ ] Hegskolen i Lillehammer Add
] 00 HiL Rem (avdelinger) Tab setup

{101 HiL Studenter i permisjon o.l. {manuelle gruppe Default  Room Style
B[] 02 HL Ansatte o] Wy persanal room rDefaull :|
kS ;‘ 03 HiL Studenter importert fra FS (ikke rer) I ® (AHS-Eksamen) Bacheloroppgave VPL H2007 I ! Default |+ Remaove
B 104 HIL Studenter Manuelt behandlet = e |ﬁ|

= v

[ ] 05 HiL Studentorganisasjoner manuelt behandlet PRTLERGENE Rkl

= 3 parate tab

[_1 06 HIL Medlemmer Utvalg/prosjekter SAGEU-3% sealaicidh
B[] 07 HiL Eksamenskandidater (manuelt behandlet) Save | Cancel

EF[] AHS-Eksamenskandidater

1| Eksamenskandidater 15006 V7 _Cancel |
ElEksamenskandidater Bach 8 eie HO
[A] Eksamenskandidater Barnevernfaglig utr. arbeid HO7
landid BSQ acHOT
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First we select the group and then apply the setting Design where we choose the
exams room where the students are enrolled. Selecting Default (radiobutton) for the
room is the smart move: When the student logs on he or she will automatically enter
this room upon login:

:B Eksamensrom
Hegukalen | Lflehameme]

(AHS Eksamen) Bachelorppgave VEL H2007_| Choose room ¥|@Go | Kand10 Ekskand BVFL HuHelp = Log out E

(70 informasjon | [ Room 4
Room Name: Duration:
| ﬁ Innlevering av (AHS-Eksamen) Bacheloroppgave VPL H2007
hesvarelse

D Andre Description:
dokumenter

Messages Show all

No messages yet

Calendar View All "3 New appointment

@ Week 42: October 15 - October 19 2007 &

Ionday 15 Tuesday 16

| Wednesday 17 | Thursday 18 | Friday 19 |
.00

Note the personal toolbar: a user template is applied to all students to ensure they
have this very simple toolbar.

For a “regular” teacher some of what is mentioned here is outside his/her scope
without the help of an administrator — it is about having rights as well as some
underpinning knowledge of Fronter. However, the purpose has been to give you
some ideas of the possible uses of Hand in —folders!

Plagiarism Control with Ephorus (requires additional licence)
In this part of the booklet we look at how plagiarism controls can be carried out by
using Ephorus (additional product) together with hand-in folders.

We assume the Administrator has registered the relevant e-mail addresses in
Ephorus, and each individual teacher has activated his/her account. It follows the
principle that the teacher can check work in a hand-in folder and then send it off to
Ephorus. For this to happen, an (approved) e-mail address must have been entered.
Any reply messages from Ephorus will be sent to this e-mail address. The
fundamental registration details that have to be carried out by the Administrator are
described in a separate booklet.
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An approved e-mail address must be registered as an Ephorus Class Code in the

hand-in folder where you will carry out the plagiarism control.

Hand-in - Create Folder

Title: The inert gases

Description:

¥ Customise opening huurs|

Open from: [08:00  |2007-03-05 |
Opento:  [1200  |2007-03-10 |
Notification: 08:00 20070307 |

|¢ Limit/adjust access righiﬁl

& Customise content

|¢ Attach to learning gual|
Show/Hide details

¥ Ephorus settings

Ephorus Class Code: |emi|y.evavold@muc.edu

Save | Cancel |

Note: The option Ephorus settings will only be displayed if this additional product has

been activated in the Fronter Licence.
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Submitting and receiving feedback on work
You have to check the work that is to be submitted:

Hand-in []Details Deliver handin: |:3] Upload file %3] Create

Description:

= Y From conventional to unconventional use of inert gases
[2] Upload task

From: 2006-01-20 08:00
To: 2006-06-30 12:00
First Name  Surnsme  Title Handed in Stafus Filesize

3 6o upone level
Ben Andersson,
Annette Berry.
F& S:::ﬂeﬂsndBmwn [ "% Group 01 - Inert gases - unconventional use 2004-09-18 ¥ 9 Paragraphs

Burns (Group hand-

Ben Andersson,
Annette Berry,
Charles Brown,

P Posrond B‘g Inert gases - final hand-in fram Group 01 2004-09-18 &’  1Paragraphs

Burns (Greup hand-
in}

Jancis Robinson [ ® UNCONVENTIONAL SCIENCE doc 2004-09-22 A 285kB
Annette Bums,
Ernily 2] o

e (=™ THE IMNERT GASES doc 2007-03-05 e 310kB
in)

[ Don Evavold Mot delivered

[[] Tad Greenfields Mot delivered

The actual hand-in takes place as an option at the very bottom:

[0 Sarah Winter Mot delivered
[ Tad Winter Mot delivered
[] Yvonne Young Mot delivered

Send tu[ﬁFhurus Hand in on behalf of Comment Copy to final assessment Edit properties Delete Download

Depending on the load of the service at Ephorus, the actual hits that indicate possible
plagiarism will appear in a few hours as one or more e-mails to the address you
entered under the Ephorus settings. In periods of low load the typical response time
is 10 minutes. You will not get a message if there are no hits in the search at
Ephorus.

A possible reply may look like this:
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From: senices@ephorus.com
Date: 2007/02/27 09:56
Subject: (100%) Ephorus detected possible plagiarism.

Ephorus detected possible plagiarism: Name : via fronter - Ashley - susana Student nr : susana See attached results for
details. Extended report The attached report is the standard version. If you click here you’'ll be referred to our website, where you
can view the strict and compliant version too. Notification settings: You do not receive an e-mail when a student hands in a
document. You receive an e-mail when Ephorus detected at least 15% possible plagiarism. Click here if you want to change your
notification settings. This is an auto generated E-mail. Please do not reply to this e-mail. If you have any questions contact
support@ephorus.nl.

[ Tittel Sterzlse
M B Kilde 32.7 kB
03 summary_medium_html 4.5 kB
[ B result!_medium_html 8.2kB
[ & result?_medium_html 7.9kB
] B result3_medium.html 70kB

The e-mails will contain attachments that you have to open and assess:

Send:2007-02-27T10:56:39.897

Student Name: via fronter - Ashley - susana

Student Nr.:susana

Found on title:http://www.ntu.ac.uk/vacancies/support_vacancies/46878gp.html
Found on:http://www.ntu.ac.uk/vacancies/support vacancies/46878gp.html

nextHold a Mphil, MBA or other masters level degree in the field of business and management or organisation studies. Please note, Mas from
Oxford and Cambridge universities are not appropriate as an entry qualification
Hold, or have held, a post which includes managerial responsibilities OR to have been in a position to be able to observe organisational
and managerial practice
Have the potential to conduct research and write a thesis at doctoral level
For students where English is not their first language they will need to evidence English language proficiency to the following standards:
overall IELTS score of 6.5 to include a minimum of 6.0 in Reading and Writing elements or 6.0 TOEFL 600, to include the Test for Written
English (TWE) 5 or above. However, applicants with a first degree and / or a masters gualification taught and assessed in English are
exempt from IELTS/ TOEFL requirements.

top Original: Found:
Clifton campus Clifton campus
Sport and active lifestyles are enjoying a very high profile at Sport and active lifestyles are enjoying a very high profile at
Mottingham Trent University. & new Sport and Lifestyle Department | Nottingham Trent University. A new Sport and Lifestyle Department
was set up in 2005 and tremendous progress has been made in was set up in 2005 and tremendous progress has been made in
transforming NTU into a University that encourages success in transforming NTU into a University that encourages success in
sport, at the same time as promoting healthier lifestyles among its | sport, at the same time as promoting healthier lifestyles among its
students and staff. students and staff.
We now require an effective administrator to provide a range of We now require an effective administrator to provide a range of
support activities for the Department. You will not only undertake a| support activities for the Department. You will not only undertake a
range of administrative roles, but will also provide a front-facing range of administrative roles, but will also provide a front-facing
aspect of the Sport and Lifestyle Department. This will invaolve aspect of the Sport and Lifestyle Department. This will involve being
being an initial contact point for enquiries, both face-to-face and an initial contact point for enquiries, both face-to-face and through
through other media. other media.

Where Ephorus has found hits, both the sent text and the "original” text will be
displayed side by side. Whether this is plagiarism each individual teacher has to
decide, and the use of this tool has to have an educational basis.
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Version control

\Version Date Description Responsible
51.1 15.03.05 Theme: Steinar Hov

Hand in folders,

higher education
61.1 13.12.05 Added new functiofseinar Hov

and merge document

for higher education

and primary school
71.1 05.03.07 Plagiarism control| Steinar Hov
72.2 19.10.07 Updated images Steinar Hov
81.1 01.12.07 New functior Steinar Hov
82.1 18.08.08 No change Steinar Hov

QA Revision
Date Verified by Comments
16.03.05 Ingun Vaglid Checked and corrected
14.06.05 Ingun Vaglid Checked and corrected
14.12.05 Ingun Vaglid Added new English text,
checked and corrected.

05.03.07 Ingun Vaglid Checked and corrected
19.10.07 Eli Toftey-Andersen Approved
01.12.07 Georg Ranhoff Approved
18.08.08 Ingun Vaglid Approved

33



